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The Department of Health, Adult Mental Health Division is requesting proposals from
qualified applicants to provide community education to inform and educate the public-at-
large about severe and persistent mental illness.  The contract term is proposed to be from
September 1, 2004  through August 31, 2005.  Single or multi-term contracts will be
awarded under this request for proposals. Additionally, multiple contracts will be
awarded under this request for proposals.

Proposals can be picked up at the Department of Health, Adult Mental Health Division,
1250 Punchbowl Street, Room 256, Honolulu, Hawaii 96813 telephone number 
(808) 586-4688, beginning at 9:00 a.m. on May 10, 2004.

Proposals must be postmarked by USPS mail before midnight on June 14, 2004 or hand
delivered by 4:00 p.m., Hawaii Standard Time at the drop off sites that are designated on
the following page.

Proposals postmarked after midnight on June 14, 2004 or hand delivered after 4:00 p.m.
H.S.T. on  June 14, 2004 will not be considered and will be returned to the applicant.
There are no exceptions to this requirement.

The Adult Mental Health Division will conduct an orientation on May 14, 2004, from
9:00 – 11:00 a.m., at the North Trotter Basement, 3650 Maunalei Avenue, Honolulu,
Hawaii 96816.  All prospective applicants are encouraged to attend the orientation.

The deadline for submission of written questions is 4:00 p.m. H.S.T. on May 21, 2004.
All written questions will receive a written response from the State on or about 
May 28, 2004.

Inquiries regarding this RFP should be directed to the RFP Contact Person, Betty Uyema
by telephone, (808) 586-4688 or by facsimile, (808) 586-4745.



PROPOSAL MAIL-IN DELIVERY AND PICK-UP
INFORMATION SHEET

ALL MAIL-INS MUST BE POSTMARKED BY USPS BEFORE 12:00 MIDNIGHT, 

PROPOSAL DUE DATE:  June 14, 2004

Proposal Pick-Up Sites All Mail-ins

Adult Mental Health Division Adult Mental Health Division
Department of Health Department of Health
1250 Punchbowl Street, Room 256 P.O. Box 3378
Honolulu, Hawaii  96813 Honolulu, Hawaii 96801-3378

ALL HAND DELIVERIES WILL BE ACCEPTED AT THE FOLLOWING SITE(S) UNTIL 4:00 P.M., 
June 14, 2004.

Drop-off Sites

Adult Mental Health Division  
Department of Health
1250 Punchbowl Street, Room 256
Honolulu, Hawaii  96813

BE ADVISED: All mail-ins postmarked USPS after 12:00 midnight, 
June 14, 2004, will not be accepted for review and will
be returned.

Hand deliveries will not be accepted after 4:00 p.m., 
June 14, 2004.

Deliveries by private mail services such as FedEx shall 
be considered hand deliveries and will not be 
accepted if received after 4:00 p.m., 
June 14, 2004.

ONE ORIGINAL AND SEVEN (7) COPIES OF THE PROPOSAL ARE REQUIRED.
ADDITIONAL COPIES MAY BE SPECIFIED BY THE ADULT MENTAL HEALTH DIVISION.
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Section 1
Administrative Overview

Applicants are encouraged to read each section of the RFP thoroughly.  While sections
such as the administrative overview may appear similar among RFPs, state purchasing
agencies may add additional information as applicable.  It is the responsibility of the
applicant to understand the requirements of each RFP.

I. Authority

This RFP is issued under the provisions of the Hawaii Revised Statutes, Chapter
103F and its administrative rules.  All prospective applicants are charged with
presumptive knowledge of all requirements of the cited authorities.  Submission
of a valid executed proposal by any prospective applicant shall constitute
admission of such knowledge on the part of such prospective applicant.

II. RFP Organization

This RFP is organized into five sections:

Section 1, Administrative Overview--Provides applicants with an overview of the
procurement process.

Section 2, Service Specifications--Provides applicants with a general description
of the tasks to be performed, delineates applicant responsibilities, and defines
deliverables (as applicable).

Section 3, POS Proposal Application Instructions--Describes the required format
and content for the proposal application.

Section 4, Proposal Evaluation--Describes how proposals will be evaluated by
the state purchasing agency.

Section 5, Attachments --Provides applicants with information and forms
necessary to complete the application.

III. Contracting Office

The Contracting Office is responsible for overseeing the contract(s) resulting from
this RFP, including system operations, fiscal agent operations, and monitoring 
and assessing provider performance.  The Contracting Office is:
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Adult Mental Health Division, Department of Health, State of Hawai'i
1250 Punchbowl Street, Room 256
Honolulu, Hawaii 96813
Phone: (808) 586-4688
Fax: (808) 586-4745

IV. Procurement Timetable

Activity Scheduled Date
Public notice announcing RFP May 10, 2004
Distribution of RFP
RFP pick-up sites: on Oahu from the Adult Mental Health Division,
1250 Punchbowl Street, Room 256, Honolulu, Hawaii 968163   

May 10, 2004

RFP orientation session May 14, 2004
Closing date for submission of written questions for written
responses

May 21, 2004

State purchasing agency's response to applicants’ written questions May 28, 2004
Discussions with applicant prior to proposal submittal deadline
(optional)
Proposal submittal deadline June 14, 2004
Discussions with applicant after proposal submittal deadline
(optional)
Final revised proposals (optional)
Proposal evaluation period June 21-28, 2004 
Provider selection and award June 28, 2004
Notice of statement of findings and decisions July 7, 2004
Estimated contract start date September 1, 2004

V. Orientation

An orientation for applicants in reference to the request for proposals will be held
on May 14, 2004, from 9:00 a.m. to 11:00 a.m. at North Trotter Basement, 3650
Maunalei Avenue, Honolulu, Hawaii 96816.  Applicants are encouraged to submit
written questions prior to the orientation.  Impromptu questions will be permitted
and spontaneous answers provided at the orientation at the state purchasing
agency’s discretion.  Verbal answers provided at the orientation are only intended
as general direction and may not represent the state purchasing agency’s position.
Formal official responses will be provided in writing.  To ensure a written
response, any oral questions should be submitted in writing following the close of
the orientation, but no later than the submittal deadline for written questions
indicated in the next paragraph (VI. Submission of Questions) in order to generate
a written state purchasing agency response.          
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VI. Submission of Questions

Applicants may submit questions to the RFP Contact Person identified in
Section 2 of this RFP. The deadline for submission of written questions is
4:00 p.m. H.S.T., on May 21, 2004.  All written questions will receive a written
response from the state purchasing agency.  State purchasing agency responses to
applicant written questions will be sent by May 28, 2004.
 

VII. Submission of Proposals

Proposals must contain all components.  Please refer to the Competitive POS
Application Checklist (Section 5, Attachment A) for information on: 1) where to
obtain the forms/instructions; 2) additional program specific requirements; and 3)
the order in which all components of the application should be assembled and
submitted to the state purchasing agency. Proposals must contain the following
components:

(1) POS Proposal Application (Form SPO-H-200A), including Title Page
(Form SPO-H-200) and Table of Contents - Applicant shall submit
comprehensive narratives that addresses all of the issues contained in the
POS Proposal Application, including a cost proposal/budget.  (Refer to
Section 3 of this RFP.)

(2) Competitive POS Application Check List – Provides applicants with
information on where to obtain the required forms; information on
program specific requirements; and the order in which all components
should be assembled and submitted to the state purchasing agency.

(3) Registration Form  (SPO-H-100A) – If an applicant is not pre-registered
with the State Procurement Office (business status), this form must be
submitted with the application.  If an applicant is unsure as to their pre-
registration status, they may check the State Procurement Office website
at:
http://www.spo.hawaii.gov
Click on Health and Human Services
Click on The Registered List of Private Providers for Use with the
Competitive Method of Procurement
Or call the purchased agency at 586-4688 or the State Procurement Office
at 587-4706. 

(4) Certifications - Federal and/or State certifications, as applicable.

(5) Program Specific Requirements - Additional program specific
requirements are included in Sections 2 and/or 3, Service Specifications
and the POS Proposal Application, as applicable.

http://www.state.hi.us/icsd/dags/spo.html
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Multiple or alternate proposals shall not be accepted unless specifically provided
for in Section 2 of this RFP.  In the event alternate proposals are not accepted and
an applicant submits alternate proposals but clearly indicates a primary proposal,
it shall be considered for award as though it were the only proposal submitted by
the applicant.

One (1) original and seven (7) copies of the proposal are required.  Proposals
must be postmarked by U.S.P.S. Mail, before midnight on June 14, 2004, or
hand delivered by 4:00 p.m., Hawaii Standard Time (H.S.T.) on June 14,
2004 to the Contracting Office.  Any proposal post-marked or received after the
designated date and time shall be rejected.

VIII. Discussions with Applicants Prior to, or After Proposal Submittal Deadline

Discussions may be conducted with applicants who submit proposals determined
to be reasonably susceptible of being selected for award, but proposals may be
accepted without discussions, in accordance with the administrative rules.

IX. Additional Materials and Documentation

Upon request from the state purchasing agency, each applicant shall submit any
additional materials and documentation reasonably required by the state
purchasing agency in its evaluation of the proposals.

X. RFP Amendments

The State reserves the right to amend this RFP at any time prior to the closing
date for the final revised proposals.

XI. Final Revised Proposals

The applicant’s final revised proposal, as applicable to this RFP, must be
postmarked or hand delivered by the date and time specified by the state
purchasing agency.  Any final revised proposal post-marked or received after the
designated date and time will be rejected.  If a final revised proposal is not
submitted, the previous submittal will be construed as their best and final
offer/proposal.  Only the section(s) of the proposal that are amended shall be
submitted by the applicant, along with the POS Proposal Application Title Page
(SPO-H-200).  After final revised proposals are received, final evaluations will be
conducted for an award.

XII. Cancellation of Request for Proposal

The request for proposal may be canceled and any or all proposals may be
rejected in whole or in part, when it is determined to be in the best interests of the
State.
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XIII. Costs for Proposal Preparation

Any costs incurred by applicants in preparing or submitting a proposal are the
applicants’ sole responsibility.

XIV. Provider Participation in Planning  

Provider participation in a state purchasing agency’s efforts to plan for or to
purchase health and human services prior to the state purchasing agency’s release
of a request for proposals, including the sharing of information on community
needs, best practices, and providers’ resources, shall not disqualify providers from
submitting proposals if conducted in accordance with sections 3-142-203 and 3-
143-618 of the Hawaii Administrative Rules for Chapter 103F, HRS.

XV. Rejection of Proposals

The State reserves the right to consider as acceptable only those proposals
submitted in accordance with all requirements set forth in this RFP and which
demonstrate an understanding of the problems involved and comply with the
service specifications.  Any proposal offering any other set of terms and
conditions contradictory to those included in this RFP may be rejected without
further notice.

A proposal may be automatically rejected for any one or more of the following
reasons: (Relevant sections of the Hawaii Administrative Rules for Chapter 103F,
HRS are parenthesized)

(1) Rejection for failure to cooperate or deal in good faith.
(Section 3-141-201)

(2) Rejection for inadequate accounting system.  (Section 3-141-202)

(3) Late proposals  (Section 3-143-603)
 

(4) Inadequate response to request for proposals (Section 3-143-609)
 

(5) Proposal not responsive (Section 3-143-610 (1))

(6) Applicant not responsible (Section 3-143-610 (2))

XVI. Opening of Proposals

Upon receipt of proposals by a state purchasing agency at a designated location,
proposals, modifications to proposals, and withdrawals of proposals shall be date-
stamped and, when possible, time-stamped.  All documents so received shall be
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held in a secure place by the state purchasing agency and not examined for
evaluation purposes until the submittal deadline.

Procurement files shall be open to public inspection after a contract has been
awarded and executed by all parties.

XVII. Notice of Award

A Notice of Award containing a statement of findings and decision shall be
provided to all applicants by mail upon completion of the evaluation of
competitive purchase of service proposals.

 XVIII. Protests 

Any applicant may file a protest (using a prescribed form provided by the
administrator of the State Procurement Office available on the State Procurement
Office Website whose address is on the Competitive POS Application Checklist
located in the Attachments section of this RFP) against the awarding of the
contract as long as an original and two copies of the protest is served upon the
head of the state purchasing agency that conducted the protested procurement, and
the procurement officer who handled the protested procurement, by United States
mail, or by hand-delivery.  Protests regarding awards of contracts and related
matters that arise in connection with a procurement made under a competitive
purchase of services shall be served within five working days of the postmark of
the notice of findings and decision sent to the protester.  Only the following
matters may be protested:

(1) a state purchasing agency’s failure to follow procedures established by
Chapter 103F of the Hawaii Revised Statutes;

(2) a state purchasing agency’s failure to follow any rule established by
Chapter 103F of the Hawaii Revised Statutes; and

(3) a state purchasing agency’s failure to follow any procedure, requirement,
or evaluation criterion in a request for proposals issued by the state
purchasing agency.

Head of State Purchasing Agency Procurement Officer
Name:  Chiyome L. Fukino, M.D.  Name:  Amy Yamaguchi
Title:  Director of Health Title:  Administrative Officer, Adult Mental

Health Division
Mailing Address:  P.O. Box 3378
Honolulu, Hawaii  96801

Mailing Address:  P.O. Box 3378
Honolulu, Hawaii  96801-3378

Business Address:  1250 Punchbowl Street
Honolulu, Hawaii  96813

Business Address:  1250 Punchbowl Street
Honolulu, Hawaii  96813



RFP #HTH 420-9-04

1-7
Administrative Overview

XIX. Availability of Funds

The award of a contract and any allowed renewal or extension thereof, is subject
to allotments to be made by the Director of Finance, State of Hawaii, pursuant to
Chapter 37, Hawaii Revised Statutes, and subject to the availability of State
funds.

The Adult Mental Health Division’s services contract shall be for one (1) or two
(2) years depending on such factors as the strength of the proposal and/or the
provider’s history with the Adult Mental Health Division in providing services as
specified in this RFP or similar services.  Contracts will be multi-term and may be
extended upon mutual agreement for four (4) or five (5) additional twelve (12)
month periods up to a maximum of six (6) years.
 

XX. Criteria by Which the Performance of the Contract Will be Monitored and
Evaluated

Any deviation from the contract scope and requirements may result in the
penalties described in the temporary withholding of payments pending correction
of a deficiency or a non-submission of a report by the provider, in the
disallowance of all or part of the cost, or in the suspension of contract services
pending correction of a deficiency.

The criteria by which the performance of the contract will be monitored and
evaluated are:

(1) Performance/Outcome Measures

(2) Output Measures

(3) Quality of Care/Quality of Services

(4) Financial Management

(5) Administrative Requirements

 XXI. General and Special Conditions of Contract

 The general conditions that will be imposed contractually may be obtained from
the SPO website.  Special conditions may also be imposed contractually by the
state purchasing agency, as deemed necessary.  Terms of the special conditions
may include, but are not limited to, the requirements as outlined in Section 5,
Attachment C.
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XXII. Cost Principles

In order to promote uniform purchasing practices among state purchasing
agencies procuring health and human services under Chapter 103F, HRS, state
purchasing agencies will utilize standard cost principles outlined in Form SPO-H-
201 which is available on the SPO Website (see POS Proposal Application
Checklist in Attachment 5 of this RFP).  Nothing in this section shall be construed
to create an exemption from any cost principle arising under federal law.
The Adult Mental Health Division may change the pricing structure from fixed or
negotiated unit rate to cost reimbursement or from cost reimbursement to fixed or
negotiated unit rate.

The Adult Mental Health Division may also be required to make small or major
modifications to individual contracts that it is unable to anticipate now.  Reasons
for such modifications may include, but not be limited to, requirements imposed
by the United States Department of Justice in the implementation of the
Settlement Agreement and Stipulations and Orders, recommendations made by
the Adult Mental Health Division’s technical assistance consultant, national
trends, and needs of the Hawaii State Department of Health.

 



Section 2
Service Specifications
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Section 2
Service Specifications

I. Introduction

A. Background

The Adult Mental Health Division (“DIVISION”) of the Hawaii State Department
of Health (“DEPARTMENT”) is responsible for coordinating public and private
human services into an integrated and responsive delivery system for mental health
needs. Provision of direct services to consumers in the public sector is offered
through programs offered by the Hawaii State Hospital (“HOSPITAL”) and the
Community Mental Health Centers (“CENTERS”).  In addition, the DIVISION
contracts on a purchase of service basis with private providers for mental health
services to supplement the efforts of the HOSPITAL and the CENTERS.

B. Purpose or Need

The prevalence data of “seriously and persistent mentally ill” in the population of
Hawaii, derived from application of national studies to the local population
indicates three rates based on several national door-to-door studies.  The first study,
the Epidemiological Catchment Area Study provided rates for an estimate of
16,148 persons; second, the National Health Center for Health Statistics study
developed a rate which provided an estimate of 15,072 persons in Hawaii; and
third, the National Co-morbidity Study (NCA) produced a rate which placed the
prevalence at 21,531 persons in the State.  In 1999, the Federal Register published
guidelines for calculating current prevalence based on 2.6% of the total state adult
population leading to an estimate of 21,742 adults who are seriously mentally ill. 

Since persons who are seriously and persistently mentally ill typically manifest
varying levels of need for care and often experience cyclical episodes of recurrence
of the illness, a variety of service and housing options must be provided
simultaneously to the individual and tailored to meet his/her current needs.  Among
these required services are those which must address the needs of persons when
they are homeless, when they are experiencing a bout of illness or in relapse, and
when they are in recovery and engaged in rehabilitative efforts in the community.
The services sought reflect the assumption that services provided to persons who
are seriously and persistently mentally ill, are community-based, are well-
coordinated, and produce outcomes which are of benefit to both the consumer and
society. 

Over the past two years, a series of planning events were held with mental health
stakeholders (consumers, staff, private providers, advocates, and family members)
to provide input into the planning process.  During this ongoing series of meetings,
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views have been expressed on how to improve services and achieve system-wide
goals.  Emphasis on continuity of care and coordination among service providers
has been expressed as well as the need to provide outcomes of service delivery.
Most importantly, input has been received for provision of comprehensive,
accessible services on each island and in rural locations with a range of housing
options; a choice of treatment, rehabilitation, and housing services, with access to
case managers; and other services after regular working hours.  Services should be
developed according to standards of best practices/evidence-based practices,
provided by well-trained staff, be consistent across settings as demonstrated
through accreditation, be accountable through a communicative management
information system which can report consumer outcomes and reviewed periodically
through the assessment of needs and satisfaction of service recipients.  Best
practices/evidence-based practices is defined as a body of contemporaneous
empirical research findings that produce the most efficacious outcomes for persons
with serious mental illness, has a literature to support the practices, is supported by
national consensus, has a system for implementing and maintaining program
integrity and conformance to professional standards. 

The DEPARTMENT’s continuing response has been to develop comprehensive
community-based system of care or continuum of services in which interventions
are designed to prevent and/or reduce the recurrence of illness, decompensation,
crisis, emergency room and hospital care, and exposure to the criminal justice
system.  Under this RFP the DIVISION, HOSPITAL, or any of the CENTERS will
procure the services of locum tenens psychiatrists to meet the temporary
emergency psychiatric staffing requirements of the HOSPITAL and CENTERS.
Locum tenens is defined as a practitioner who temporarily takes the place of
another.

U.S. Department of Justice Stipulation and Order

Since 1991, the State of Hawaii has been under a Settlement Agreement with the
United States Department of Justice (DOJ) relative to the treatment and
rehabilitation programs and services at the HOSPITAL.  Since 1998, the
DIVISION has been developing and implementing an array of community-based
services.  In May 2001, the United States District Court appointed a Special Master
to oversee the activities of the HOSPITAL and resulting community services
developed by the DIVISION.  On January 23, 2003 the Court ordered the
implementation of the Plan for Community Mental Health Services that delineates
the development and implementation of community services necessary to support
the discharge and transfer of patients from the HOSPITAL, and to support the
diversion of individuals who would otherwise have to be admitted to the
HOSPITAL.  The development, implementation, integration, coordination and
monitoring of all these programs and services required by both court ordered plans
will require the DIVISION to generate, coordinate and constantly monitor the
systematic, uniform and accurate data and information, and the compilation of
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information into management reports for policy and program and/or services
development.

C. Description of the goals of the service

The goal of this service is to inform and educate the public-at-large about severe
and persistent mental illness.  State-of-the-art knowledge shall be presented relative
to prevalence of mental illness in Hawaii as noted in the DIVISION’s State Plan for
Mental Health, Fiscal years 2002-2003, recognition and description of serious
mental illness, myths of mental illness, when and how to get help, and services
based on “best practices/evidence-based practices” for persons with severe and
persistent mental illness relative to the following services: supported housing,
supported employment, assertive community treatment, medical algorithm,
integrated treatment, family and consumer self help.

Methods of presentation of information and education shall include oral
presentations, brochures, public service announcements, booklets on securing
services, and display boards.  Consumers shall be utilized as a member of the
presentation team. 

Evaluations of services provided shall be undertaken through two methods: 1)
process evaluation will measure the success of the presentations in informing the
general public; 2) impact evaluation will attempt to measure the commitment that
individuals or organizations provide as a result of education.  The outcome
evaluation will be measured through the DIVISION’s state objective on
employment of persons with serious mental illness.

The goals of this service is to increase the knowledge of the public-at-large about
severe and persistent mental illness in order to mitigate the negative consequences
of stigma and encourage help-seeking for mental distress.  The goals of the project
fulfill two essential public health services:

1. Inform, educate and empower people about health issues, and
2. Mobilize community partnerships to identify and solve problems.

D. Description of the target population to be served
 
 The target population of the RFP shall be the public-at-large.  
 

E. Geographic coverage of service

The applicant shall provide services statewide.

F. Probable funding amounts, source, and period of availability

Total federal funding: $40,000.00
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Pending availability of Federal funds.  The source of Federal funds is the
Department of Health & Human Services, Center for Disease Control, Preventative
Health and Human Services Block Grant.

Only non-profit organizations are eligible for Federal funds.

The DIVISION considers itself the payor of last resort, and expects providers to
obtain third party reimbursement as applicable.  The DIVISION gives priority to
the uninsured.

If an applicant materially fails to comply with terms and conditions of the contract,
the DIVISION may, as appropriate under the circumstances:

1. Temporarily withhold payments pending correction of a deficiency
or a non-submission of a report by a provider.

2. Disallow all or part of the cost.
3. Suspend or terminate the contract.

In the event that additional funds become available for similar services, the
DEPARTMENT reserves the right to increase funding amounts.  

Competition is encouraged among as many applicants as possible. 

II. General Requirements  
 

A. Specific qualifications or requirements, including but not limited to licensure
or accreditation

1. The DIVISION may require accreditation by CARF…The Rehabilitation
and Accreditation Commission  (“CARF”), Joint Commission on
Accreditation of Healthcare Organizations (“JACHO”), International Center
for Clubhouse Development (“ICCD”), Council on Accreditation (“COA”),
or by another DIVISION approved certification/licensing process. N/A

2. Applicants shall have in place an administrative structure capable of
supporting the activities required by the RFP.  Specifically there shall be
financial, accounting, and management information systems, and an
organizational structure to support the activities of the applicant.

3. The applicant shall have a written plan for disaster preparedeness.  N/A

4. The applicant shall cooperate with the DIVISION in approved research,
training, and service projects provided that such projects so not
substantially interfere with the applicant’s service requirements as outlined
in this RFP.
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5. The applicant shall comply with all specified, applicable existing policies,
and procedures of the DIVISION, and any applicable policy developed in
the future.

6. When requested, the applicant shall submit a copy of its operating policies
and procedures to the DIVISION.  The copy is to be provided at the
applicant’s expense with revisions and updates as appropriate.

7. The applicant shall assign a staff to attend provider meetings as scheduled
by the DIVISION.

8. The applicant shall acknowledge on all printed materials including program
brochures and other publicly distributed matter and at public presentations,
that program funding has been received from the Adult Mental Health
Division, Department of Health, State of Hawaii.

9. Consumer management requirements:

a. Incorporate “best practices/evidence-based practices” in any
consumer service. “Best practices/evidence-based practices” is
defined as a body of contemporaneous empirical research findings
that produce the most efficacious outcomes for persons with severe
and persistent mental illness, has literature to support the practices,
is supported by national consensus, has a system for implementing
and maintaining program integrity, and conformance to professional
standards. N/A

b. Documented evidence of consumer input into all aspects of
representative payee service related decisions. N/A

c. Consumers shall be served in the “least restrictive” 
environment as determined by the consumer’s level of care 
assessment, as established in section 334-104, Hawaii Revised
Statutes and in any appropriate federal guidelines. N/A

d. Consumers shall be made aware of and have access to community
resources appropriate to their level of care and treatment needs. N/A

e. In accordance with Chapter 11-175, Hawaii Administrative Rules
and any appropriate federal guidelines, the applicant shall respect
and uphold consumer rights.  The applicant shall recognize the
rights of authority of the consumer in the delivery of services, in
deciding on appropriate services and in providing input into the
decisions of all aspects of service. N/A
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f. The applicant shall have a mechanism for receiving, documenting
and responding to consumer grievances, including an appeals
process.   The mechanism must be consistent with the DIVISION’s
P&P #60.901, which is found in Section 5, Attachment D. N/A

g. The applicant shall maintain confidential records on each 
consumer pursuant to section 334-5, Hawaii Revised Statutes, 42 
U.S.C. sections 290dd-3 and 290ee-3 and the implementing 
federal regulations, 42 C.F.R. Part 2, if applicable, and any 
other applicable confidentiality statute or rule.  Such 
records shall be made available to DIVISION upon request.  The
applicant shall describe where they store records and how they
ensure physical security of information. N/A

h.   Written consumer consent shall be obtained for individuals and
services funded by the DIVISION including: N/A

1)   Consent for evaluation and treatment; 

2)   Consent to release information to DIVISION funded
service providers as needed for continuity of care, including
after care services; 

3)  Consent to enter registration information into the 
confidential Statewide DIVISION information system; and,

4)   Other consent documents as needed.

10. Financial Requirements

a. The State may require providers to submit an audit as necessary. If
the applicant expends $500,000 or more in a year of federal funds
from any source, it shall have a single audit conducted for that year
in accordance with the Single Audit Act and Amendments of 1999,
Public Law 104-156.

b. The applicant shall comply with the COST PRINCIPLES developed
for Chapter 103F, HRS and set forth in the document SPO-H-201.
This form (SPO-H-201) is available on the SPO website (see the
Competitive POS Application Checklist located in the Attachments
Section of this RFP).

c. The Provider shall submit invoices or requests for payment within
sixty (60) days of the provision of services.  Any invoices or
requests for payment received after the sixty (60) days will be paid
upon availability of funds. 
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B.       Secondary Purchaser Participation.
(Refer to §3-143-608, HAR)

Secondary purchaser participation is not being planned by DIVISION.  After the
fact secondary purchase may be utilized by the DIVISION.

C. Multiple or alternate proposals.
(Refer to §3-143-605, HAR)

 Allowed  Unallowed

D. Single or multiple contracts to be awarded. 
(Refer to §3-143-206, HAR)

 Single  Multiple  Single & Multiple

The STATE needs the flexibility to award funding to more than one applicant.  For
criteria to determine multiple awards, refer to items listed in Section 4.II.B.

E. Single or multi-term contracts to be awarded.

 Single term (< 2 yrs.)  Multi-term (>2 yrs.)

1. The contract will be for one (1) or two (2) years depending on such factors
as strength of the proposal and/or the provider’s history with the DIVISION
in providing services as specified in this RFP or similar services with an
option for renewal extension of four (4) or five (5) year periods up to a
maximum of six (6) years.

2. Option for renewal or extension shall be based on the providers satisfactory
performance of the contracted service(s) and availability of funds.

F. RFP Contact Person.

The individual listed below is the sole point of contact from the date of release of
the RFP until the selection of the winning provider or providers.  Written 
questions should be submitted to the RFP contact person and received on or before
the day and time specified in Section I, Item IV (Procurement Timetable) of this
RFP.  The contact person is Betty Uyema, telephone number is (808) 586-4688.

III. Scope of Work
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The scope of work encompasses the following tasks and responsibilities:

A. Service Activities  (Minimum and/or mandatory tasks and responsibilities)

1. Provide the following types and amounts of information and education.

Type of Community Education Expected Number to Receive
Information

Forty 30-minute informational
presentations

Community at-large: 600+

Publication “Finding Help” Community at-large: 600+
Information on “Supported Employment” Community at-large: 600+
Information on “Supported Employment” 30 employers of Hawaii businesses
Public service announcements Targeted to community at-large and

employers

2. Provide services in accordance with the following service areas and
objectives:

a. Inform and educate, through social marketing and media campaigns, 

pamphlets, providing health information to providers, communities,
worksites, consumers, and culturally and linguistically appropriate
materials.

1) Provide 600 persons per year with correct information about 
severe and persistent mental illness and capacity for recovery
from the illness including transitional and supported
employment. 

2) Provide forty 30 minute presentations or more for the
community-at-large.

3) Include at least 30 employers as participants of the education
services, providing them with information on severe and
persistent mental illness and recovery, including supported
employment services.

4) Purchase (if necessary ) and distribute 600 copies of the
Mental Health Association’s publication “Finding Help”
during presentations.

5) Include two consumers per presentation to provide their
personal accounts of mental illness.  Pay each consumer an
honorarium or wage for their participation and take



RFP #HTH 420-9-04

Service Specifications
2-9

appropriate actions concerning tax reporting requirements
and the maintenance of each consumer’s disability
entitlements.

6) Provide an evaluation and summary of each community
presentation.

b. Mobilize partnerships through convening and facilitating coalitions,
participation on workgroups, and development of partnerships to
improve human and material resources targeted to health status
improvement.

1) Establish a community advisory/work group comprised of
primarily non-mental health community persons to assist in
the commitment to mental health, which shall be
demonstrated through tangible outcomes including, but not
limited to, newsletters, volunteerism, educational efforts, and
in-kind contribution in dollars.

2) Hold at least four meetings of the community advisory/work
group that direct their business to improvement of
community education and commitment to mental health
during the contract period.
 

3) Develop participation in the mobilization of partnerships,
including representation from consumers, public relations
and advertising personnel, mental health experts, and
community educators. 

4) Structure community advisor/work group meetings to gain 
access to organizations, improve the methodology and
content of community presentations, and gain community
commitment for mental health with resulting organizational
participation or donation.

B. Management Requirements  (Minimum and/or mandatory requirements)
 
1. Personnel

The personnel requirements for staff providing services shall include, but
not be limited to, the following:

a. The Program Director shall have experience in the provision of oral
presentations to community groups.  In addition, the incumbent shall
have demonstrated experience in the field of advertising and/or
public relations and knowledge of mental illness.  Preferably, the
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Program Director will be a consumer of mental health services.

This position shall establish a mental health education team that
includes a minimum of four presenters comprised of the Program
Director, two consumers, and a volunteer professional.  Each
presentation shall be conducted by a minimum of three to four
presenters.

b. Consumers for the mental health education team shall be selected
for their willingness to provide an oral testimony to large audiences
of their success in recovering from mental illness.  Consumer
members shall also be recruited from the DIVISION’s supported
employment programs by the Program Director.

c. Professionals included in the mental health presentation team shall
include, but are not limited to, psychiatrists, psychologists,
registered nurses, and social workers who shall be selected
according to their ability to cogently present “best
practices/evidence-based practices,” including the concepts of
recovery and supported employment services.  All professionals
shall serve on a volunteer basis according to their availability, and
shall be recruited from the public and private sectors.

d. The mental health education team shall be willing to work a variety
of hours, including evenings, for the provision of presentations.

e. The applicant shall ensure that staff attend trainings sponsored by
the DIVISION, as appropriate to mental health education services.

f. The applicant shall ensure that staff receive appropriate supervision
and administrative direction.

g.  The applicant shall provide an organization-wide and program-
specific organization chart.  The program specific chart shall show
the position of each staff and the line of responsibility and
supervision.

h.  The applicant’s staff shall receive continued education and
training, in consultation with the DIVISION, to all personnel at least
quarterly to maintain and upgrade their service skills.  The
applicant’s education and training shall be based on a strategic
training plan to upgrade the educational and professional
qualification of its personnel.

i.  The applicant shall ensure that its personnel receive appropriate
knowledge of techniques and modalities relevant to their service
activity.
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j.  The applicant shall ensure that all of its personnel providing
services relevant to their service activity attend DIVISION trainings
as required by the DIVISION.

 
2. Administrative

a. The Program Director shall meet on a monthly basis with the
DIVISION’s Director of the Office of Consumer Affairs to
collaboratively develop and implement the community education
process.

b. The Program Director shall make available to the DIVISION for
review all educational materials before it is disseminated to the
public.

c. Reports shall be submitted in accordance with the reporting
requirements specified in Section 2.III.B.5.  In addition, quarterly
reports shall include, but not be limited to, number of persons
receiving education by organization, name of  presenters,
evaluations of the presentations, and outcomes resulting from the
presentations.

The applicant shall also provide minutes of the community
advisory/work group meetings, including recommendations for
implementation of the project.

d. The applicant shall submit that it is ready, able, and willing to
provide the services required by this RFP throughout the time of the
contract period.

e. When there is an intention to subcontract, the applicant shall
demonstrate that services to be provided by the subcontractor are
consistent with the scope of work as specified above in section 2,
III.A.1., through 10 on pages 2-5 through 2-8, and with the general
and administrative requirements as specified above in section 2,
II.A.1. through 4 on pages 2-3 through 2-4, and in section 2,
III.B.2.a. through n. on pages 2-10 through 2-13 respectively. The
applicant’s subcontract shall also be consistent with the
requirements specified in Exhibit “C”, General Conditions,
paragraph 3.2.  The General Conditions can be obtained from the
SPO website (see the POS Proposal Application checklist in section
5 of the RFP for the address).

3. Quality assurance and evaluation specifications 
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The purpose of quality assurance and evaluation is to monitor, evaluate, and
improve the results of the applicant’s services in an ongoing manner. The
applicant’s quality assurance and evaluation plan must include at a
minimum the content indicated in Section 3, II. B.

4. Output and performance/outcome measurements

The applicant shall be required to meet ongoing informational needs of the
DIVISION over the course of the contract period through the production of
informational responses in both paper and computer format.  The specific
content of these requests cannot be readily specified in advance as the
DIVISION is required to provide a variety of ad hoc reports to funding
sources including the legislature and other branches of State Government,
as well as to national tracking and research groups, the Federal
Government, advocacy organizations, accreditation bodies, professional
groups, stakeholder groups, and others.  Regular requests for information to
the applicant shall occur in the following areas, including consumer
demographics, consumer needs, clinical and service information including
encounter data, staffing and capacity patterns, risk management areas,
consumer outcomes, regulatory compliance, organizational processes,
resource utilization, and billing and insurance areas.  The DIVISION will
work with the applicant over the contract period to streamline requests for
information when those requests are regular and ongoing.

5. Reporting requirements for program and fiscal data

a.  Reports shall be submitted in the format and by the due dates 
prescribed by the DIVISION.

b.   The required content and format of all reports shall be subject to 
ongoing review and modification by the DIVISION as needed.

c.   At the discretion of the DIVISION, providers may be required to
submit reports in an approved electronic format, replacing some
written reports.

d.   The applicant may be required to submit HIPAA complaint claims.

6. Pricing or pricing methodology to be used  

The DIVISION is allowing cost reimbursement as the method of payment.



Section 3
POS Proposal
Application
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Section 3
POS Proposal Application

General instructions for completing applications:

• POS Proposal Applications shall be submitted to the state purchasing agency
using the prescribed format outlined in this section.

• The numerical outline for the application, the titles/subtitles, and the applicant
organization and RFP identification information on the top right hand corner of
each page should be retained.  The instructions for each section however may be
omitted.

• Page numbering of the POS Proposal Application should be consecutive,
beginning with page one and continuing through the complete proposal.

• Proposals may be submitted in a three ring binder (Optional).
• Tabbing of sections (Recommended).
• Applicants must also include a Table of Contents with the POS Proposal

Application.  A sample format is reflected in Section 5, Attachment B of this RFP.
• A written response is required for each item unless indicated otherwise.  Failure

to answer any of the items will impact upon an applicant’s score.
• Applicants are encouraged to take Section 4, Proposal Evaluation, into

consideration when completing the proposal.
• This form (SPO-H-200A) is available on the SPO Website (see the Competitive

POS Application Checklist located in the Attachments Section of this RFP).
However, the form will not include items specific to each RFP.  If using the
website form, the applicant must include all items listed in this section.

The POS Proposal Application comprises the following sections:

• Title Page
• Table of Contents
• Background and Summary
• Experience and Capability
• Personnel: Project Organization and Staffing
• Service Delivery
• Financial
• Other

I. Background and Summary

This section shall clearly and concisely summarize and highlight in this section
the contents of its proposal in such a way as to provide the State with a broad
understanding of the entire proposal.  The applicant shall briefly describe the
applicants’ organization,  goals and objectives related to the service activity, and
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how the proposed service is designed to meet the problem/need identified in the
service specifications.

II. Experience and Capability

A. Necessary Skills and Experience

The applicant shall demonstrate that it has the necessary skills, abilities,
knowledge of, and experience relating to the delivery of the proposed services.
The applicant shall also provide a listing of verifiable experience with projects or
contracts for the most recent five years that are pertinent to the proposed services.  

 
B. Quality Assurance and Evaluation

The applicant shall describe its quality improvement and risk management plans
for the proposed services, including methodology.

Quality assurance shall include, but not be limited to, the following elements:

1. A process of regular and systematic record review, using established
review criteria.  A report summarizing findings is required.  Additionally,
the applicant shall develop a written plan of corrective action as indicated. 

2. Provision for the periodic measurement, reporting, and analysis of well-
defined output, outcome measures and performance indicators of the
delivery system, and an indication of how the applicant will use the results
of these measurements for improvement of its delivery system.

3. Provision of a utilization management system, including but not limited to
the following: a) system and method of reviewing utilization; b) method of
tracking authorization approvals; c) method of reviewing invoices against
authorizations; d) notice of consumer appeals process; e) first level
appeals process; f) evaluation of their utilization management plan; and,
g) identification of the person in the organization who is primarily
responsible for the implementation of the utilization management plan.
N/A

4. Assurance that a staff member be available to represent utilization
management issues at meetings scheduled by the DIVISION. N/A

5. Provision of satisfaction or informational surveys of participants.
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6. A policy and procedure for consumer complaints, which includes
documentation of, actions taken, and demonstration of system
improvement. N/A

7. Provision of a plan for training of staff on how to handle incidents such as
consumers getting hurt or dying on the premises, and how to report such
incidents. 

8. Training plan for staff who are responsible for delivery of services.

9. A description of the steps that the applicant will take to comply with all of
the DIVISION’s reporting requirements as specified in Section 2. III. B. 4.
and Section 2. III. B. 5.  The applicant shall also indicate how it will use
the information in the report to improve its services.

10. For applicants whose annual contract or estimated reimbursements will be
less than $100,000.00 or whose staff number five (5) or less, a modified
Quality Management and Utilization Management Plan are acceptable
with prior approval from the DIVISION.  A modified utilization
management system shall include the following: N/A

a. A method for tracking authorizations.
b. A method for assuring that consumers are informed of their rights,

including the right to file a complaint, grievance, or appeal a
service delivery decision.

c. A method of documenting goals and service activity as they relate
to the Individual Service Plan developed by the DIVISION
designated case manager and consumer.

d. Consumer involvement in service planning and organizational
management.

e. Statement that the applicant will participate in the use of outcome
instruments at the discretion of the DIVISION.

f. Identification of fiscal and program contact person.

C.       Coordination of Services

The applicant shall demonstrate the capability to coordinate services with other
agencies and resources in the community.

Demonstration of the applicant’s coordination efforts shall include, but not be
limited to, the following:

1. A history of the applicant’s cooperative efforts with other providers of
mental health services.

2. Memorandum of agreements with other agencies.
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3. Applicant’s current efforts to coordinate with the DIVISION, CENTERS,
HOSPITAL, and other POS providers, and where there is no current
coordination, the applicant’s plans to do so.

D.   Facilities

The applicant shall provide a description of its facilities and demonstrate its
adequacy in relation to the proposed services.  If facilities are not presently
available, describe plans to secure facilities.  Also describe how the facilities meet
ADA requirements, as applicable, and special equipment that may be required for
the services.

E.   Management Information System (MIS) Requirements

The applicant shall submit a description of its current management information
system (MIS) and plans for the future.  The description shall include, but not be
limited to, the following:

1. A statement about whether the applicant has conducted an assessment of
whether they are a covered entity as defined by HIPAA and if completed,
the resulting decision.  For those applicants who consider themselves a
covered entity, a description of plans to meet HIPAA standards should be
attached.

  
2. An explanation of how the applicant currently manages information in

order to submit required information and data in the format prescribed by
the DIVISION.  Information could be maintained electronically or
manually. Required data elements captured in the provider system and
reported to the DIVISION may include, but are not limited to: consumer’s
last name, first name, any aliases, social security number, DIVISION-
generated unique ID number, DIVISION-generated authorization number,
admission date, discharge date, service data using DIVISION approved
procedure codes, date of birth, and gender. Where infrastructure is
lacking, applicants should propose solutions and include the proportion of
costs related to this contract in their response to the RFP.

3. The DIVISION may add data reporting requirements or specify required
formats for downloading data or submitting claims in the future.
Applicants are encouraged to describe their flexibility in meeting
changing data requirements. 

4. Prior to the October, 2003 HIPAA deadline to implement the new
electronic transaction sets, applicants may have some choice in how they
send claims.   The DIVISION will accept the NSF 2.0 electronic claims
format for the HCFA1500 or UB92 if all required fields and formatting
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requirements as specified by the DIVISION are met and following
successful testing of sample files.  These conditions are subject to change.
Applicants can download information from
http://amh.health.state.hi.us/MIS/provinfo.htm.  Note that DIVISION will migrate
to and require the HIPAA required transaction sets so providers should be
cautious in investing in development of claims formats which have a time
limited period of usefulness. N/A

III. Personnel: Project Organization and Staffing

A. Proposed Staffing 
 

The applicant shall describe the proposed staffing pattern, consumer/staff ratio
and proposed caseload capacity appropriate for the viability of the services as
outlined in Section 2.III.A.

The applicant shall give the number and title of the positions needed to provide
the specific service activities.  If incumbents occupy the positions, the applicant
shall give their names.  The applicant shall submit position descriptions for the
different kinds of staff who will be involved in providing services.

B. Staff Qualifications

The applicant shall describe in this section of its proposal how it will ensure 
its compliance with the personnel requirements, which includes, but not limited
to, licensure, educational degrees, and experience for staff assigned to the
program.  Refer to Section 2.III.B.1. for personnel requirements of staff delivering
specific service activities.

The applicant shall submit position descriptions for principle staff responsible for
the delivery of service.  Position descriptions shall include the minimum
qualifications (including experience) for staff assigned to the project.

C. Supervision & Training

The applicant shall describe its ability to supervise, train and provide
administrative direction relative to the delivery of the proposed services.

The applicant shall submit its training plan for staff who are responsible for the
delivery of services.

D. Organization Chart 

The applicant shall reflect in the program specific chart, the position of each staff

http://amh.health.state.hi.us/MIS/provinfo.htm
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and line of responsibility/supervision (Include position title, name and full-time
equivalency).  Both the “organization-wide” and “program” organization charts
shall be attached to the POS application.

IV. Service Delivery

A. Scope of Work

The service delivery section shall include a detailed discussion of the applicant’s
approach to applicable service activities and management requirements from
Section 2, Item III, Scope of Work.

The applicant’s description of its service delivery system shall include, but not be
limited to, the following:

1.   A clear description of the services for consumers from point of entry to
 follow-up.  The description must be consistent with the scope of work
found in Section 2.III.A.

2. A clear description of the target population to be served.

3. A reasonable estimate of the number of consumers it could serve and,
where applicable, an indication of its total capacity (e.g. total beds
available), and the number of units it will provide.

4.  A description of the methods the applicant will use to determine when
 goals are accomplished. 

5.  A description of the accessibility of services for the target population, and
a description of impediments to services and efforts to overcome barriers.

6.  A statement that the applicant shall not refuse a referral, and that it shall
not have an exclusionary policy that is inconsistent with the DIVISION’s
guidelines. N/A

7. An indication of the “best practices/evidence-based practices” the
applicant incorporates and a citation of the literature to support its “best
practices/evidence-based practices”.  A description of the system it uses to
implement and maintain its “best practice/evidence-based practices”
program integrity. N/A

8. For services described in this RFP, a statement that the applicant shall
participate with the DIVISION’s utilization management process.

9.  Where applicable, demonstration that the provider is capable of providing
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 twenty-four (24) hour coverage for services. N/A

10.  For services with twenty-four (24) hour, seven (7) days a week coverage,
description of how your on-call system works, i.e., methodology relative to
your answering service.  Specifically describe how consumers access your
service and staff availability) N/A

11. Where the service is a residential or treatment service, a weekly schedule
that can be individualized to consumers and consistent with the
requirements of the scope of services described in Section 2.III.A. N/A

12. A description by the applicant of the involvement of the consumer in the
decisions regarding the services the consumer receives. N/A

13. A statement by the applicant that it is ready, able, and willing to provide
services throughout the time of the contract period.

14. Where there is an intention to subcontract, the applicant must
demonstrate

that services provided by the subcontractor are consistent with the scope
of work for specific service activities described in Section 2.III.A. and with
all applicable requirements specified in Section 2 including, but not
limited to, compliance with reporting requirements.

15. A description of all eligible sources of revenue from third parties and
plans to pursue additional sources of revenue.

B. General Requirements

The applicant shall describe in this section of its proposal how it will comply with 

the general requirements specified in section 2, Item II.

C. Administrative Requirements

The applicant shall describe in this section of its proposal how it will comply with 

the administrative requirements specified in section 2, Item III.B.2.

V. Financial

A. Pricing Methodology

Applicant shall submit a cost proposal utilizing the pricing structure designated
by the state purchasing agency.  The cost proposal shall be attached to the POS
Proposal Application.



Applicant ____________________________
                                                                              RFP No. HTH 420-9-04   Page _____ of ______

POS Proposal Application3-8

The DIVISION is permitting the use of a unit rate pricing structure for the RFP,
the applicant is requested to furnish a reasonable estimate of the maximum
number of service units it can provide for which there is sufficient operating
capacity (adequate, planned and budgeted space, equipment and staff).  The
following forms are located on the SPO website (see the POS Proposal Checklist)
shall be submitted with the POS Proposal Application:  

• SPO-H-205
• SPO-H-205A
• SPO-H-205B
• SPO-H-206A
• SPO-H-206B
• SPO-H-206C
• SPO-H-206E
• SPO-H-206F
• SPO-H-206H
• SPO-H-206I
• SPO-H-206J

B. Other Financial Related Materials

1. Accounting system

In order to determine the adequacy of the applicant’s accounting system as
described under the administrative rules, the following documents are
requested as part of the POS Proposal Application:

a. The applicant shall submit a cost allocation plan showing how
costs are allocated across different funding sources.

b. Also, the applicant shall submit a copy of its most recent audited or
compiled financial statements.

2.   Tax Clearance Certificate (Form A-6)

  An original or certified copy of a current, valid tax clearance certificate
issued by the Hawaii State Department of Taxation (DOTAX) and the
Internal Revenue Service (IRS) shall be submitted upon notification of
award.  The two-part Tax Clearance Application (Form A-6) that
combines DOTAX and IRS tax clearance shall be used for this purpose.

3. The applicant shall describe all eligible sources of revenue from third
parties and plans to pursue additional sources of revenue.
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VI. Other

Litigation

The applicant shall disclose any pending litigation to which it may be a party,
including the disclosure of any outstanding judgment.  If applicable, please
explain.
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Section 4
Proposal Evaluation

I. Introduction

The evaluation of proposals received in response to the RFP will be conducted
comprehensively, fairly and impartially.  Structural, quantitative scoring techniques will
be utilized to maximize the objectivity of the evaluation.

II. Evaluation Process

The procurement officer or an evaluation committee of designated reviewers selected by
the head of the state purchasing agency or procurement officer shall review and evaluate
proposals.  When an evaluation committee is utilized, the committee will be comprised of
individuals with experience in, knowledge of, and program responsibility for program
service and financing.

The evaluation will be conducted in three phases as follows:

• Phase 1 - Evaluation of Proposal Requirements
• Phase 2 - Evaluation of POS Proposal Application
• Phase 3 - Recommendation for Award

A. Evaluation Categories and Threshold

Evaluation Categories Possible Points

Mandatory Requirements Pass or Rejected
POS Proposal Application 100 Points
Background and Summary 10 points
Experience and Capability 20 points
Personnel: Applicant Organization
and Staffing

10 points

 Service Delivery   50 points   
Financial 10 Points

VI. TOTAL POSSIBLE
POINTS

100 Points
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B. Criteria for Multiple Proposals

In the event that more than one applicant’s proposal for a service meets
the minimum requirements, the proposal will be reviewed in accordance
with the following additional criteria in determining the funding allocations:

1. Interest of the State to have a variety of providers in order to provide
choices for consumers.

2. Interest of the State to have geographic accessibility.
3. Readiness to initiate or resume services.
4. Ability to maximize QUEST funding, if possible.
5. Proposed budget in relation to the proposed total number of service

recipients.
6. If funded in the past by the DIVISION, ability of applicant to fully utilize

funding.
7. Previous DIVISION contract compliance status (e.g. timely submittal of

reports and corrective action plans).
8. Accreditation status.
9. Applicant’s past fiscal performance based on the DIVISION’s fiscal

monitoring.
10. Applicant’s past program performance, based on the DIVISION’s program

monitoring. 

III. Evaluation Criteria

A. Phase 1 - Evaluation of Proposal Requirements

1. Mandatory Administrative Requirements

a. Application Checklist
b. Registration (if not pre-registered with the State Procurement

Office)
c. Certifications

 2. Mandatory POS Proposal Application Requirements

a. POS Application Title Page
b. Table of Contents
c. Background and Summary
d. Experience and Capability
e. Personnel: Project Organization and Staffing
f. Service Delivery
g. Financial (All required forms and documents)
h. Program Specific Requirements (as applicable)
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 B. Phase 2 - Evaluation of POS Proposal Application  (100 Points)

1. Background and Summary  (10 Points)

a.  The applicant has demonstrated a thorough understanding of
the purpose and scope of the service activity.

b.  The applicant's goals and objectives are in alignment with
the proposed service activity.

c.  The applicant has described how the proposed service 
is designed to meet the pertinent issues and problems related to the
service activity.

2. Experience and Capability  (20 Points)

a.  The applicant has demonstrated that it possesses the skills,
abilities, knowledge of, and experience relating to the delivery of
the proposed services including, but not limited, to previous and
current contract performance with the DIVISION and other
agencies.  Up to 10 points may be deducted from agencies who in
the past demonstrated unsatisfactory performance.

b.  The applicant has demonstrated the ability to respond to
consumer complaints that were brought to the attention of the
DIVISION. N/A

c.  The applicant has sufficiently demonstrated that their 
management information system (MIS) shall include, but not be
limited to, the following:  N/A

1)   Relative to HIPAA requirements:

The applicant has completed the assessment process and
states whether they consider themselves a covered entity.

2)   Relative to current MIS

a) The applicant is currently able to collect all required
information.

b) The applicant is currently able to collect some
required information with a plan to upgrade the MIS
to collect all information by the time the contract
begins.

c) The applicant is not currently able to collect  all
required information and unable to do so in the
future or no description of implementation plan to
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collect all required information.  No points shall be
applied to applicants that provide this response.

d) Relative to the applicant’s infrastructure:

i. A clear statement that their MIS system is
fully functional.

ii. Inclusion of an implementation plan to
create a fully functional MIS system by
initiation of a contract. 

3)   In regards to flexibility, a statement that describes
flexibility in adding data elements or reporting
requirements is addressed in their information system. N/A

4)   Relative to claims: N/A

a) The applicant is currently able to produce either
paper or electronic HIPAA compliant forms.

b) The applicant will be able to produce either paper or
electronic HIPAA compliant forms by the time that
a contract is initiated.

c) The applicant is unable to produce either paper or
electronic HIPAA compliant forms now or in the
future.  No points shall be applied to applicants that
provide this response. 

(Points shall be heavily weighted with respect to the applicant’s
current MIS)

d.  The applicant has sufficiently described its quality improvement
and risk management program which shall include the following:

1) Provision of a utilization management system.

2) Provision of satisfaction or informational surveys of
participants. 

3) A policy and procedure for adequate documentation of
complaints, actions taken, and demonstration of system
improvement. N/A

4) A training plan for staff who are responsible for the
delivery of services.

5) A description of the steps that the applicant will take to
comply with all of the DIVISION’s reporting requirements



RFP #HTH 420-9-04

4-5
Proposal Evaluation

as specified in Section 2, III.B.5 and an indication of how
the applicant will use the information in the report to
improve its delivery of services.

e.  The applicant has sufficiently demonstrated its capability to
coordinate services with other agencies and resources in the
community.  Evidence of the coordination shall include, but not be
limited to, the following:

1) Proven record of cooperative efforts with other agencies in
the network, if applicable.

2) Memoranda of agreement with other agencies.

3) Applicant’s specific plans to develop cooperative
relationships with other agencies.

4) Applicant’s current efforts to coordinate with the
DIVISION, CENTERS, the HOSPITAL, and other POS
providers, or where there is no current coordination, the
applicant’s plans to do so.

f. Adequacy of facilities relative to the proposed services, or
identification of strategies to secure such facilities.

3. Personnel:  Applicant Organization and Staffing (10 Points)

The State will evaluate the applicant’s overall staffing approach to the
service that shall include:

a.   The proposed staffing pattern, consumer/staff ratio, and
proposed caseload capacity is reasonable to insure viability   of the
services.

b.   Minimum qualifications including, but not limited to,
required education, training, experience, certification, or licensing
of staff assigned to the program.

c.   Demonstrated ability to provide supervision, and where
necessary clinical supervision, training, evaluation, technical
assistance and administrative direction to staff for the delivery of
the proposed services.

d.   Two organization charts:  An organization-wide chart and a
program-specific organization chart.  The program specific chart
must include the title of each position, name of incumbent, and full
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time equivalency, and reflect the organizational lines of authority.
A written rationale must be provided for the structure, functions,
and staffing of the proposed organization of the overall service
activity and tasks.

e.   Demonstration of the ability of the applicant to make 
decisions based on organizational lines of authority and
responsibility.

f.   What applicable submission of evidence that the applicant is
licensed and/or accredited. N/A

g.   Other organization description criteria. 

4. Service Delivery  (50 Points)

Evaluation criteria for this section will assess the applicant’s approach to
the service activities and management requirements outlined in the POS
Proposal Application.

Evaluation criteria may include, but not be limited to, the following:

a.   Demonstrated capability of service delivery system to meet
the goals and objectives of the RFP including, but not limited to,
appropriateness to consumer populations, communities, and
regions.

b.  A clear description of the services for consumers from point
of entry to follow-up.

c.    A reasonable estimate of the number of consumers it will
serve and where applicable of the number of units it will provide. 

d.   Demonstration of adequate methods to determine when
 goals are accomplished . 

e.   A statement that the applicant shall not refuse a referral, and
that it shall not have an exclusionary policy that is inconsistent
with the DIVISION’s guidelines. N/A

f. The program incorporates “best practices/evidence-based
practices,” has literature to support this, and has a system for
implementing and maintaining best practice program integrity.
N/A
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g.   A statement to assure that the applicant shall conform to the
DIVISION’s standardized assessment package. N/A

h.   Where applicable, the applicant has demonstrated twenty-
four (24) hour per day coverage for services. N/A

i.   Where there is an intention to subcontract, the applicant must
demonstrate that services provided by the subcontractor are
consistent with the scope of work for specific service activities
described in Section 2.III.A. and with all applicable requirements
specified in Section 2, including but not limited to, compliance
with reporting requirements.

j.   Where the service is a residential or treatment services, a
weekly schedule that is individualized to consumers and consistent
with requirements of the scope of services described in Section 2
must be provided. N/A

k.   If applicable, a description by the applicant of their intent
and plan to incorporate the services of the consumers through
employment opportunities within their organization. 

l.   A description by the applicant of the involvement of the
consumer in the decisions regarding the services the consumer
receives. N/A

m.   Description of all eligible sources of revenue from third
parties and plans to pursue additional sources of revenue.

n.   A statement by the applicant that it is ready, able, and willing
to provide services throughout the time of the contract period.

5. Financial (10 Points)

a. Pricing structure based on cost reimbursement  

1) Personnel costs are reasonable and comparable to positions
in the community.

2) Non-personnel costs are reasonable and adequately
justified.

3) To what extent does the budget support the scope of service
and requirements of the Request for Proposal.
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4) A cost allocation plan clearly describing the allocation of
funds across several funding sources.

5) The submission of a copy of the most recent audit report or
completed financial statement.

6) Adequacy of accounting system.

7) An indication of the third party reimbursements the
applicant is eligible to receive and of the plans the applicant
has made or is making to obtain as many third party
reimbursements as possible.

b. Pricing structure based on unit rate: N/A

1)   Applicant’s proposal budget is reasonable, given
program resources and operational capacity.

2) Competitiveness and reasonableness of unit rate.

3)  Adequacy of accounting system.

c. Tax Clearance Certificate (Form A-6)
An original or certified copy of a current, valid tax clearance
certificate issued by the Hawaii State Department of Taxation
(DOTAX) and the Internal Revenue Service (IRS).

C. Phase 3 - Recommendation for Award

The Evaluation Committee will prepare a notice of award which shall contain a
statement of findings and decision for the award or non-award of the contract to each
applicant.
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Competitive POS Application Checklist
Applicant:                                                                        RFP No.:                                                           

SPO-H (rev 10/01) 1

The applicant’s proposal must contain the following components in the order shown below.  This checklist must be signed, dated
and returned to the state purchasing agency as part of the POS Proposal Application.  *SPO-H Forms are located on the web at
http://www.spo.hawaii.gov  Click on Health and Human Services and then on Procurement Forms & Instruction for Private
Agencies.*

Item Reference in
RFP

Format/Instructions
Provided

Required by
Purchasing

Agency

Completed
by

Applicant
General:
1. POS Proposal Application

Title Page (SPO-H-200)
Section 1, RFP SPO Website* X

2. Competitive POS Application
Checklist

Section 1, RFP Attachment A X

3. Table of Contents Section 5, RFP Attachment B X
4. POS Proposal Application

(SPO-H-200A)
Section 3, RFP SPO Website* X

5. Registration Form
(SPO-H-100A)

Section 1, RFP SPO Website* (Required if not
Pre-Registered)

6. Tax Clearance Certificate
(Form A-6)

Section 3, RFP SPO Website* X
(Upon contract

award)
7. Cost Proposal (Budget)

SPO-H-205 Section 3, RFP SPO Website* X
SPO-H-205A Section 3, RFP SPO Website* X
SPO-H-205B Section 3, RFP SPO Website* X
SPO-H-206A Section 3, RFP SPO Website* X
SPO-H-206B Section 3, RFP SPO Website* X
SPO-H-206C Section 3, RFP SPO Website* X
SPO-H-206D Section 3, RFP SPO Website* X
SPO-H-206E Section 3, RFP SPO Website* X
SPO-H-206F Section 3, RFP SPO Website* X
SPO-H-206G Section 3, RFP SPO Website*
SPO-H-206H Section 3, RFP SPO Website* X
SPO-H-206I Section 3, RFP SPO Website* X
SPO-H-206J Section 3, RFP SPO Website* X

Certifications:
8. Federal Certifications Section 1, RFP Section 5, RFP

Debarment & Suspension X
Drug Free Workplace
Requirements

X

Lobbying X
Program Fraud Civil
Remedies Act

X

Environmental Tobacco
Smoke

X

Program Specific Requirements:
9.
10.

___________________________ _______________
         Authorized Signature          Date

http://www.state.hi.us/icsd/dags.spo.html
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Organization:                                     
RFP No:                              

i

POS Proposal Application 
Table of Contents

I. Background and Summary .......................................................................1

II. Experience and Capability 

A. Necessary Skills and Experience .....................................................2
B. Quality Improvement and Risk Management ..................................3
C. Coordination of Services…………………………………………..4

            D.        Facilities ...........................................................................................5
            
III.       Personnel: Project Organization and Staffing

A. Proposed Staffing.............................................................................6
B. Staff Qualifications .........................................................................7
C. Clinical Supervision.........................................................................8
D. Organization Chart (Program & Organization-wide - attached)

IV. Service Delivery …………………………………………………………9

V.         Attachments
 

A. Cost Proposal

1. SPO-H-205 Proposal Budget for FY 2000 & 2001
2. SPO-H-206A Budget Justification – Personnel: Salaries & Wages
3. SPO-H-206B Budget Justification – Personnel: Payroll Taxes and 

Assessments, and Fringe Benefits
4. SPO-H-206C Budget Justification – Travel: Interisland
5. SPO-H-206E Budget Justification – Contractual Services – Administrative

B. Other Financial Related Materials

1. Financial Audit for fiscal year ended June 30, 1998.

C. Performance and Output Measurement Tables

D. Program Specific Requirements

E. Workplan Form



DRAFT

SPECIAL CONDITIONS

1. Time of Performance.  The PROVIDER shall provide the services required 

under this Agreement from _____________, to and including ___________, unless this

Agreement is extended or sooner terminated as hereinafter provided.

2. Option to Extend Agreement.  Unless terminated, this Agreement may be 

extended by the STATE for specified periods of time not to exceed five (5) years or for not more

than five (5) additional twelve (12) month periods, without resolicitation, upon mutual agreement

and the execution of a supplemental agreement.  This Agreement may be extended provided that

the Agreement price shall remain the same or is adjusted per the Agreement Price Adjustment

provision stated herein.  The STATE may terminate the extended agreement at any time in

accordance with General Conditions no. 4.

3. Agreement Price Adjustment.  The Agreement price may be adjusted prior to the

beginning of each extension period and shall be subject to the availability of state funds. 

4. Audit Requirement.  The PROVIDER shall conduct a financial and compliance

audit in accordance with the guidelines identified in Exhibit _____ attached hereto and made a

part hereof.  Failure to comply with the provisions of this paragraph may result in the

withholding of payments to the PROVIDER. 

5. The PROVIDER shall have bylaws or policies that describe the manner in which

business is conducted and policies that relate to nepotism and management of potential conflicts

of interest.
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ADULT MENTAL HEALTH DIVISION

POLICY AND PROCEDURE MANUAL Number:  60.901

AMHD Administration Effective Date: 09/30/93
History: Replaces A-26.a;

Revised 10/93

SUBJECT: Consumer Complaints Page:  1 of 4
APPROVED:

REFERENCE:  HAR 11-175-34; HRS Section 334-3(c)(12); HRS
Section 334E-2(c),(d); Intra-Departmental Directive No. 80-50,
07-01-80; Intra-Departmental Directive No. 81-55, 06-30-81;
Civil Rights Act of 1964, Title VI; Rehabilitation Act of 1973,
Title V, Section 504; Age Discrimination Act of 1975; Americans
with Disabilities Act of 1990.

(Signed by S. Harrison)
Title:  Chief, AMHD

PURPOSE

To develop guidelines for responding to service-related and
discrimination consumer complaints.

POLICY

All service-related and discrimination consumer complaints shall
be investigated, and corrective measures shall be executed in a
timely manner, if such action is deemed warranted.

Each service area center shall designate a person as a Rights
Advisor, who will investigate written consumer complaints and
ensure that grievance procedures are followed.

PROCEDURE

A. Service-Related Consumer Complaints:

1. A consumer's complaint shall be investigated within the
organization where the alleged incident occurred.  At the
complainant's option, the complaint may be handled
informally or formally.

a. An informal response to a complaint means that a
designated staff investigates the complaint, and
resolves the matter within the organization to the
consumer's satisfaction.  (See attached "Important
Rules for Handling Complaints.")

b. A formal response necessitates the completion of an
Incident Report Form by the complainant at the time the
complaint is made.  Copies of the Incident Report shall
be submitted to the Center's Rights Advisor, who will
conduct an investigation.
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1) Within 15 working days of receiving the complaint,
the Rights Advisor shall investigate the complaint
and submit a written report to the complainant and
program administrator as to the progress and
results of the investigation, including any
remedial action taken.  A written report must be
made every 15 working days until the complaint is
resolved.  All staff shall cooperate with the
Rights Advisor during the course of the
investigation.

2) If the Rights Advisor or the program administrator
believes that (s)he cannot conduct a full and fair
investigation because of a conflict of interest,
the administrator of the program where the
complaint originated shall appoint another
qualified individual to conduct the investigation.

3) Within 15 working days after receiving the Rights
Advisor's written report, the administrator of the
program where the complaint originated shall issue
a statement to the complainant reporting what
corrective measures, if any, will be taken.

4) If the complainant is not satisfied with the Rights
Advisor's investigation or report, the complainant
may then appeal in writing to the AMHD Chief.  The
Chief shall re-open the investigation and submit a
written report to the complainant within 30 working
days of receipt of appeal, and every 30 days
thereafter, stating results of the investigation
and reporting what corrective measures, if any,
will be taken.

5) If the complainant remains dissatisfied, the
complainant may then appeal to the Protection and
Advocacy Agency of Hawaii and/or other advocacy
agencies which may be willing to act on behalf of
consumers.

2. The consumer shall sign a "Consent to Release Information"
form before clinical information is shared outside the
clinical setting.
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3. Allegations which appear to be serious breaches of care
standards by an employee and/or breaches of professional
ethics shall be immediately reported verbally and in
writing to the Center Chief and AMHD Chief by the staff
receiving the complaint.

a. The Center Chief and AMHD Chief, or designee, shall
consult with the DOH Personnel Officer in all
subsequent actions taken in response to the
allegations.  In the interest of consumer and employee
concerns, concerted efforts shall be made to effect a
prompt investigation and resolution of the complaint.

b. The Center Chief is responsible for informing the
employee against whom the complaint has been made.

B. Discrimination Complaints:

1. A complaint shall be investigated within the organization
where the alleged incident occurred, whenever possible. 
At the complainant's option, the complaint may be handled
informally or formally.

a. Informal response:  same as for service-related
complaints.

b. A formal response necessitates the completion of an
Incident Report form by the complainant within 180 days
of the incident.  The complainant shall be given a copy
of "Equal Health Care -- It's Your Right" (Reference
No. B14, State Department of Health) and helped to
understand his/her rights.  

The written complaint may be addressed to the
administrator of the program where the alleged incident
occurred, or the Affirmative Action Officer of the
State Department of Health, or the Region IX Director
of the Office for Civil Rights, U.S. Department of
Health and Human Services.

1) If the complaint is directed to the program
administrator, the administrator shall respond in
writing to the complainant within 30 days, stating
the findings and outlining what corrective
measures, if any, will be taken.  In complex
circumstances, additional time may be utilized, as 
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long as the complainant is kept informed as to the
status of the investigation.

2) Responses to complaints directed to the State
Affirmative Action Officer or Office of Civil
Rights are outside the jurisdiction of the
Department.  However, staff are encouraged to
assist consumers access these offices whenever
appropriate.

2. Nothing in these procedures shall prevent a consumer from
initiating a complaint with the Office of Ombudsman or
other consumer advocacy organizations.

C. All written complaints and written responses shall be kept in
a separate file and stored according to the guidelines on
managing records.

ATTACHMENT

Incident Report

Date of Review:    /   /   ;    /   /   ;    /   /   ;    /   /   

Initials:       [         ]  [         ]  [         ]  [        ]



DIVISION USE

INCIDENT REPORT / CONSUMER COMPLAINT

NAME OF CONSUMER:                                                DATE:                   

ADDRESS OF CONSUMER:                                     TELEPHONE #:                   

PERSON COMPLETING FORM:                           RELATION TO CONSUMER:                 
 
DATE AND TIME OF INCIDENT:                                                               
     

SPECIFIC LOCATION OF INCIDENT:                                                          

                                                                                            

SUMMARY OF COMPLAINT:                                                                    

                                                                                            

                                                                                             

                                                                                            

                                                                                            

                                                                                            

                                                                                            

                                                                                            

WITNESSES, IF ANY (names, addresses, telephone numbers, etc):                        

                                                                                            

                                                                                             

                                                                                             

                                                                                             

RECOMMENDATIONS TO CONSUMER/REPRESENTATIVE:                                            

                                                                                             

                                                                                             

                                                                                             

SIGNATURE OF PERSON COMPLETING FORM:                                                   

FOR OFFICE USE ONLY:



    DIVISION TARGET
RECOMMENDATION(S)  DATE RESULTS

Attachment to 
AMHD Policy #60.901
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